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OFFICE OF THE SECRETARY OF STAT1 
DEPARTMENT OF ARCHIVES AND HISTC APPLICATION FOR RECORDS RETENTION SCHEDULE 

RECOROS MANAGEMENT DIVISION - -- 

FOR AGENCY USE - - - ~ - ~ I ~ ~ _ _ s ~  
Application Date 

1. Agenw Address FOR RECOROS MANAGEMENT USE 

Department of Education : Application Number 

Local Systems Support Division 911. &Lac 
----_I_ -LJ ~ I U d  School Plant Section 

101 Educational Annex Date Heceived Date Completed 
D E C  1 5 1977 D E C  2 2 1977 

Telephone Number 
-_I_ 

- ... ~- ~ . ~Atlanta.aewaia 3~114_---~~: .:-=:-.. I . ~~ 

Working Title 
--I Application Number 

22  

2. PerrontoContact 

a. = Estaoiisn Retention Schedule; record will continue to accumulate. 
b. 0 Dispose of present accumulation: no further accumulation anticipated. 

CheckOne: QIlanqe; 0 Supergde; Void 
4. Dates of Series 
Earliest Latest 

5. Records Series-%k (followed by title used in office; if different) 

To Date SCHOOL PLANT MAIKTENANCE AND OPERATIONS FILES -_ . - __I___ 

1960 
6. Division and Office Function What i s the  function of the Division and the Office in which this record series is created? 

3 

The School Plant Unit works with local school'systems to produce and maintain 
adequate, safe, and attractive school physical facilities. The unit's staff of 
architects and engineers approves plans for additions and new buildings, inspects 
existing buildings to assure that structures are safe and that space and equipment 
are efficiently used, and conducts special workshops and training programs through- 
out the state for local maintenance and custodial personnel. 

-- d- -- _. 
Saries Description This fi le contains the following documents (include form numbersand titles, if any): 

Attach samples of the file. 
Documents relating to: maintaining state standards of maintenance, operational and custodial 

performance in all local school system plants. 

1ncludedare:inspectiOn reports, performance reports and related correspondence and documents. 

File is arranged: alphabetically by school system. .~ 
~. ~. , 

-~ ~ 

Referenca Rate Hpw often are records referred to which are: 
One to six months old -.-..--; a Seven to twelve months old 4 - ;  Thirteen to twenty-four months old -z.-..-; 
twenty-five months and older-1 ~- 7 

Letter-slze drawers i y f  ; Legal-size drawers ; Shelves ; Other Iwkify) 

I___ 

Acwmu a nof Records 

_-=-.- - ~ 

AR-50-71; RW. 76 (overt 

~~ ~ ~~~~~~~~~~ ~ ~ - ~~~~ -~ ~~ ~ ~ 

. .  . 
-- 



-, . I ~  ~.,-- .-.. __ .-- ~ ___ -..-_i-.__Ij.l_~_i _.-_. ~ -..- "~i ...-.I- - ~--_ _" .-. -- 10. Questionnaire (Place an "X" in the proper column) 
a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

c,&h&a_vital record? 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

f. Irthe informafipn co ntained in &wries ever Dublished? .~ . -. 6 &ha& ajov. 
g. -Is he'rnformation contained in this wries everanalyzed aAd/or recorded in a'sumkrired repon? 

h. Is there a duplication of th i s  series in your office, or inanother office or agency? . 
~_Ifw&-exieL I- partial ly  duplicated i n  each local  school system 
A. . Is .thj=Wc!ci, maior DQLE hn of  itJ reaularlv microf&ed? 
i - R ~ ~ ~ r . e c ~ m ~ ~ ~ ~ ~ ~ ? - . - . ~  .. 

- .ItnaA.w&r- A __  ~ ~ . -  -- 
i -~ ~ 

- ______..__I__ - ,  I 

~ ~~~ d. __ Does th is  series have historical or long term research value? 

-~ . d m m . e r ~ e W s D a r a t e l v ?  _l___l___~-. - ~. 

-- 
-.- -. . .  

.. - .,_.. _, 1 ~. 
-.Lftws,am&my.~ --_~.---I_ -..-I_ 

. .  -- 
-. ., ~ . .  

11. Retention Requirements The following requires the series to be kept: -- 
a. State Law 0 years. d. Audit period 2 _years. 
b. Statute of limitation 0 -years. 8. Administrative need 3 --.years. 
c. Federal law 0 years. f. Federal retention instructions 0 years. 

Attach copy or excerpt of laws o[ regulations. Explain administrative need. 

These records are needed 3 years to  a s s i s t  i n  providing cohesion of mission 
performance i n  the School Plant Section. 

- ~ I~I_ 

I?. ADwQved Disposition'lnitructioni ~ - This agency recomiriPnch that.& file seriesae &it otf ar tht end of arch: ' :~ . 

. .  
3 a' ~Hold inthe ~ ~ r e n i f i l e s a r e ~ . ~ - m o n t h ( r )  . --yea&); - -  then. .. 

D Transfer to local holding area, hold -~--year(s!; ~~~ ~- I then ~ '~ ~~ '~ 

0 Transfer to State Records Cenferrhold A--vear(s); then 
PP Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

. . .  . .  ' :  ~ . .  . , r ~> - .  

- r ~ -  ". . - ~ 1 . ~~ ~ ~ . . ~ ~  . . .  .. - .  ~~ . .  

\ 

These instructions apply to a l l  pior and future accumulations of the series. 

tecammendations in para 
raph 12 are approved. 
I f  disapproved, attach letter 
If explanation.) 

-- .- -.-~ . -~~-- 
(Reverr Side) I .~ 3--50-71; Rw. 76  


